
Office Policy Manual Guide  
 
Purpose of the Office Policy Manual Guide  
 
The Office Policy Manual Guide is designed as a tool to assist brokers who are drafting or 
revising office manuals. The Mississippi Association of REALTORS ® provides this material 
solely as a guide and highly recommends the review of your legal counsel  and tax professional  
before implementing your finished Office Policy Manual.  
 
Goals of an Office Policy Manual  
 

1. A clear associate relationship to the broker is established pertaining t o the rights and 
responsibilities owed between both parties.  

2. By providing standard operating procedures, disputes can be avoided and proactively 
addressed through the implementations of standard practice and procedures.  

3. Productivity can be enhanced w hen the processes are clearly identified and laid out in 
a manner that makes them second nature.  

 
Implementation of an Office Policy Manual  
 

1. Upon the new affiliation between the associate and broker, each associate's 
orientation should include a copy of  the Office Policy Manual including a signed 
acknowledgement that the associate has read and understands the material set forth. 
You should also reserve the right to amend and make changes to policies.  

2. The contents should be reviewed in a formal atmosph ere setting in which the material 
has been fully presented and the associate understands the policies. Regular staff 
meetings provide ideal times to review your Office Policy Manual. If you have a 
formal orientation for new associates, this is considered a n ideal time for presenting 
the Office Policy Manual.  

 
All new associates should be trained on the policies set forth in the manual.  
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Introduction  
 
The office policies and procedures  are provided in this manual for the standard operating 
procedures of this firm. The Office Policy Manual is to be used as a guide in your day to day 
operations as a member of this firm. It will help promote cooperation among associates and 
between associates and management. The manual provides clear understanding of standard 
practices and procedures to help avoid disputes and also to help settle disputes. And lastly, the 
manual will help you by guiding you in your activities and hopefully enhance your prod uctivity.  
 
The right to amend and change content of the Office Policy Manual is reserved for the broker on 
an as needed basis. The amendments and changes shall be reviewed during meetings directly 
following any change to the policy. It is the responsibilit y of each associate to keep abreast of all 
policy changes and to understand the policy set forth. Absence from any meeting discussing 
changes to policy does not provide an exemption to any associate from these responsibilities.  
 
Chapter 1  

Affiliation: Brok er and Associate  
 

Mutual Benefit  
For the working relationship of the broker and associate, the following policies will be used to 
establish mutual benefit to both parties:  
 
Broker and Associate Agreement of Mutual Benefit  
 

Å T he associate and broker each agree to engage in business that promotes the utmost 
manner of professionalism by promoting positive relations, enhancing the business' 
reputation and its profits, and increasing community goodwill.  

Å T he associate agrees to put forth the best effort in selling, exchanging, and leasing all real 
estate and business opportunities listed with the broker and to include the solicitation of 
new clients and customers for future business. Furthermore, the associate agrees to act in 
lawful and ethical manners promoti ng the professionalism of himself as well as the firm to 
the greatest mutual benefit of both parties.  

Å T he associate, as agent for the broker, agrees to act on the behalf of the broker. If a conflict 
of interest occurs, the associate will promptly notify the broker in writing so that the broker 
can take appropriate steps in rectifying the conflict for the mutual protection of both 
parties involved in the transaction.  
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Adhere to the Code of Ethics and Bylaws of Local Board and MLS  
 

Å T he parties agree to conform to and abide by all laws, rules and regulations, and codes of 
ethics that are binding on, or applicable to, Mississippi real estate brokers.  

Å S trict adherence to the governing rules and regulations of the M ississippi R eal E state 
Commission, t he Real Estate Broker License Act, The Code of Ethics of the National 
Association of REALTORS ®, Local Board/Association governing documents (Bylaws, MLS 
Rules and Regulations, etc.) will be followed by the broker and sales associates.  

Å E ach party acknow ledges receipt of a copy of the Code of Ethics, the local Board/Association 
Constitution and/or Bylaws, and the Rules and Regulations of the Multiple Listing Service.  

 

Associate Affiliation Requirements*  
The following provisions will be complied with at the associate's personal cost: 
 
Real Estate License, Mandatory Continuing Education,  
Mandatory Errors & Omissions Insurance Coverage, Automobile Insurance 
Coverage 
 

Å T he associate shall m aintain his or her ow n current real estate license 
Å T he associate shall meet all Continuing Education (CE) requirements as established by the 

Mississippi Real Estate Commission (MREC)  
Å P roof of C E  com pliance and license renew al shall be provided to broker no later than fifteen 

(15) days prior to the applicable renewal date  
Å T he associate shall m aintain the m andatory coverage of errors and om issions insurance set 

forth by the Mississippi Real Estate Commission.  
Å T he associate is responsible for all C E , licensing and license renew al fees, m andatory errors 

and omission premiu ms, or fees relating to name changes.  
 
Membership in the Board of REALTORS ® 
 

Å T he associate agrees to becom e a m em ber of the local B oard/ A ssociation, M ississippi 
Association of REALTORS ®, National Association of REALTORS ® and to be responsible for 
all ap plicable dues and fees.  

Å T he associate expressly understands that they m ay choose to join any B oard/A ssociation in 
which the broker holds membership. The associate can also join other Boards/Associations 
as a secondary membership even if the broker holds no membership in the particular 
Board/Association.  

Å T he associate also understands the broker is a m em ber of the M ississippi A ssociation of 
REALTORS ®, the National Association of REALTORS ® and may belong to any of the 
Institutes and Societies of the Natio nal Association of REALTORS ®. 

Å T he associate agrees to abide by the rules and regulations of these organizations to w hich 
broker must adhere as a member thereof.  

*Divisions of expenses vary from firm to firm. MAR is not suggesting any predetermined arrang ement and those listed above are not necessarily a representation of the norm.  
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Miscellaneous Associate Expenses  
 

Å A ny expenses relating to custom er/client entertainm ent and agent's personal prom otion 
will be paid for by the associate. The assoc iate shall order business cards through the office 
secretary. Each business card will display the name and logo of the broker  

Å A ll education required to m aintain licensing and im prove brokerage skills, R E A L T O R ® 
designation courses, unless otherwise approv ed in writing in advance by the broker  

Å P ersonal file supplies 
 
Automobile  
 

Å In the course of real estate transactions, the associate m ust use his personal autom obile. 
All operating, maintenance, repair and other related automobile expenses will be paid for 
by the associate. 

Å T he autom obile w ill be in such condition as to prom ote the professionalism  of the agent as 
well as the firm. It will be maintained in good operating condition and cleaned regularly.  

Å T ransportation w ill not be provided by the broker.  
 

The associate shall at all times carry liability insurance on the automobile with coverage for 
personal injury and coverage for property damage. Changes in coverage will not become effective 
until fifteen (15) days after the broker has received and app roved the coverage changes. The 
broker will be named as an additional insured in the policy. At the signing of this agreement and 
at the time of each policy renewal or change of carrier, the associate shall provide evidence to the 
broker by a certificate o f insurance policy. Business pursuits liability coverage shall also be 
maintained. This may be as part of associate's personal liability or homeowner's coverage.  
 

In accordance with Mississippi law, the associate must require that all passengers wear a sea t 
belt and any infant under the age of four years shall be secured in a restraining seat during 
transportation. Such a restraining seat may be provided by the broker, and needs to be checked 
out and checked in during usage.  
 

Professional/Business Expenses*   
The broker shall determine which expenses shall be paid by the firm and which expenses shall 
be paid by the associate. The following are examples of business expenses that should be covered 
in a written agreement between the broker and associate:  
 

1. Off ice, office telephone, and desk space 
2. Office supplies  
 a. Writing utensils  
 b. Paper 
 c. Firm stationery  
 d. Business mail, shipping, handling, and postage  
 e. Brochures, farming materials, etc.  

f. Newsletters  
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3. Secretarial and clerical a ssistance for associate for the purpose of:  
  a. Word processing needs through forms and contracts  
  b. Processing earnest money  
  c. File maintenance  

 The remainder of the secretary's time is devoted to company business.  
 
4. Membership in the Multiple Lis ting Service  
 
5. Office equipment/office machinery  
 The following office equipment and supplies are for business use only:  
  a. Typewriter  
  b. Copy machine - The copy machine is to be used for business document 

duplication only. Personal use of the copy m achine requires permission.  
  c. Facsimile machine - The facsimile machine is to be used for business related 

transmittal and receipt of real estate documentation.  
  d. Computers/word processors  

 
All machinery and office lights should be turned off at the close of business. Each associate is 
responsible for their workspace areas including powering off of unused machinery and the 
cleanliness of the area.  
 
*Divisions of expenses vary, from firm to firm. MAR is not suggesting any predetermined arrangement and those listed above are not necessarily a representation of the norm.  
 

Resolution of Disputes  
Misunderstandings about brokerage prospects or sales are to be handled through the following 
processes to negotiate an equitable resolution.  
 
What Constitutes a D ispute?  
Disputes are disagreements between associates in regards to:  
 

Å  The equitable right to work with a certain prospect  
Å  The right to a split of commission or fee when more than one associate knowingly or 

unknowingly works with the same customer/clie nt  
Å  The percentage split of commission or fee earned when two associates have worked with 

the same customer/client  
 
Intra -office Disputes Between Associates  
First and foremost, the associates in conflict must try to come to an agreeable mutual settlement.  
 
In the event the associates cannot meet a satisfactory agreement, the broker shall hear both 
sides of the argument in a meeting with the involved parties. If a legitimate dispute exists, the 
broker will make a  
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determination of action to follow. I n the event the broker's action is not satisfactory, a committee 
of three neutral associates of the firm shall be appointed by the broker to act as jury and render 
a final decision (based on the majority vote of the committee). All intraoffice disputes mus t be 
reported promptly to the broker. Personal disagreements not involving business related matters 
are not the responsibility of the broker. However, in an effort to promote goodwill, the broker can 
counsel the aggrieved parties.  
 
Disagreement between Bro ker and Associate  
Disagreements or disputes between associate and broker pertain to:  
 

Å A  conflict arising out of, or in connection w ith, their business relationship and dealings 
Å T he com pany policy 
Å T ransactions or real estate law s 
Å A ny real estate business related practice unresolved between the associate and broker will 

be submitted to arbitration by an agreed upon chosen arbitrator. The arbitrator's decision 
shall be final and the broker and associate must abide by the decision of the arbitrator.  

 

I ndependent Contractor  
Definition  
The relationship of the associate to the broker is that of an independent contractor. This 
relationship affords the associate maximum freedom and flexibility. It is established and 
described in a contract and includes how l istings and compensation will be handled in the event 
that the associate leaves the company. It must be signed by the associate and is included upon 
affiliation with the broker.  
 

To meet state and federal requirements, an associate is an independent contra ctor if:  
 

Å T he associate holds a valid real estate license. 
Å   Substantially all of the sales associate's income performed as a real estate agent (90% or 

more) is directly related to sales or other output rather than to the number of hours 
worked.  

Å  The associate holds a written agreement which specifically states that the associate will 
not be treated as an employee for federal and state tax purposes with respect to services 
performed as a real estate agent.  

 

Independent Contractor's Agreement  
Upon affi liation with this broker, the associate shall enter into a written Independent 
Contractor's agreement with the broker setting forth the duties and responsibilities of both 
parties. This agreement shall include, but shall not be limited to, the following:  
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Å T he term s of com pensation for w ork perform ed during the tim e of affiliation w ith the 

broker.  
Å T he term s of com pensation for w ork in progress but not com pleted prior to term ination of 

affiliation with the broker.  
Å T he disposition after term ination of affiliation of all active listings, buyer agency contracts, 

and pending sales the associate obtained during affiliation with the broker.  
Å A  w ritten accounting to the broker, at the tim e of term ination of affiliation, of the nam es of 

all prospectiv e purchasers, sellers, lessees and lessors which the associate encountered 
during affiliation with the broker.  

Å A  provision for the return to the broker, at the tim e of term ination of affiliation, all 
property of the broker in associate possession or cont rol, including but not limited to: all 
property files, computerized files, keys, for sale signs, notebooks, lock boxes and records of 
any kind used in connection with the listing and sale or leasing of property.  

 
 
Tax Filing Requirements  
Each associate is responsible for maintaining the necessary personal financial records for 
purposes of reporting income for state and federal tax requirements. The broker's obligation is 
limited to providing a W -2 form which summarizes any annual non-production income and m ust 
have Social Security payments withheld from any non -production income, to which the broker 
also contributes. Otherwise, the broker is not liable for deduction of Social Security, or income or 
unemployment taxes for any production based income. 
 
Workers ' Compensation Requirement  
According to Mississippi state law, as long as the broker has a valid independent contractor 
agreement with an associate and adheres to the requirements of the Tax Equity and Fiscal 
Responsibility Act of 1982, the broker is not r esponsible for paying Workers' Compensation 
Insurance. The broker/employer must maintain Workers' Compensation Insurance for all 
workers/staff classified as employees under worker's compensation program guidelines.  
 
Broker Authorization to Contract  
The obligation, commitment, or binding of a promise or representation by the broker is not valid 
unless the associate receives authorization from the broker in writing and provided the associate 
is authorized to execute listing contracts, buyer/seller agency cont racts, and other approved 
forms on behalf of the broker and that the commission involved in the transaction is not less 
than that specified by the broker.  
 
Authority to terminate a listing contract, buyer/seller agency contract, or other agency 
agreement, or make amendments to the contract that alter the term and/or change the amount 
of compensation established in the contract is prohibited unless such request is first presented to 
the broker or manager of the company who is authorized to execute such termi nations and 
amendments and grants authorization in writing.  
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Chapter 2  

Office Policies  
 

Discrimination Issues  
Federal Fair Housing Laws  
It is illegal to discriminate against any person because of age, race, creed, color, religion, sex, 
handicap, familial status or national origin:  
 

Å  In the sale or rental of housing or residential lots  
Å  In advertising the sale or rental of housing  
Å  In the financing of housing  
Å  In the provision of real estate brokerage services  
Å  In the appraisal of housing   
Å  Blockbusting is also illegal  

 
REALTORS ® are not asked to sign a document with HUD to demonstrate a commitment 
to fair housing. That commitment is part of the REALTOR ® Code of Ethics, real estate 
license requirements and the laws of the land. Because th ere is no document to sign, 
there is no list or form outlining what every REALTOR ® should do. Instead, NAR and 
HUD developed a declaration of general fair housing principles. This Fair Housing 
Declaration is available to any REALTOR ® to use to promote fair  housing to the public 
and within the firm. The declaration contains the following principles:  
 
Å  P rovide equ al profession al service w ith ou t regard to th e race, color, religion , sex, 
handicap, familial status, or national origin of any prospective client, customer, or of the 
residents of any community.  
Å  K eep in form ed abou t fair h ou sin g law  an d practices, im provin g you r clien tsõ an d 
cu stom ersõ opportu n ities an d you r bu sin ess. 
Å  D evelop advertisin g th at in dicates th at everyon e is w elcom e an d n o on e is exclu d ed; 
expan din g you r clien tõs an d cu stom erõs opportu n ities to see, bu y, or lease property. 
Å  In form  you r clien ts an d cu stom ers abou t th eir righ ts an d respon sibilities u n der th e 
fair housing laws by providing brochures and other information.  
Å  D ocu m en t efforts to provide professional service, which will assist you in becoming a 
more responsive and successful REALTOR ®. 
Å  R efu se to tolerate n on com plian ce. 
Å  L earn  abou t th ose w h o are differen t from  you , an d celebrate th ose differen ces. 
Å  T ake a positive approach  to fair housing practices and aspire to follow the spirit as 
well as the letter of the law.  
Å  D evelop an d im plem en t fair h ou sin g practices for you r firm  to carry ou t th e spirit of 
this declaration.  
 
A commitment to principles cannot be complete unless ther e are procedures in place and 
in use to address how those principles are to be implemented.  
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Nothing substitutes for clear procedures outlining how to do business. These procedures 
can and should be tailored for you and your firm and should be flexible to meet your 
needs as well.  Sample procedures are available in the NAR Fair Housing Handbook.  
 
Discrimination Accusations  
An investigation by the broker will follow for any accusation of discrimination. If the 
investigation confirms a violatio n of discrimination, the associate's actions will be reported to the 
MREC for further investigation and necessary disciplinary action. Affiliation with the broker 
may be terminated.  
 

Harassment  
Professional behavior is a requirement around your fellow ass ociates, brokers, managers, 
company employees, staff and customers. Harassment, including verbal, physical, visual, 
religious, and sexual harassment is strictly prohibited in this office. A list of things that can be 
considered harassment:  
 

Å A ny racial, ethnic, sexual, religious, jokes/slurs/or insults  
Å A ny physical contact such as unw elcom e touching, groping, grabbing, or pinching 
Å A ny visual renderings of sexually suggestive m aterials or m aterials negatively reflecting an  

individual's ethnicity, race, ancestry, or sexual preference  
Å A ny unw elcom e sexual advances, physically, verbally, and visually of a sexual nature that 

have the intent of or the effect of work performance interference, intimidation, or creation 
of a hostile or offensive working atmosp here 

 

In the event an employee, associate, or any other staff person feels that he or she has been 
harassed, the incident must be reported immediately to the office manager or broker. The 
anonymity of the accuser, as well as the accused, shall be held in c onfidentiality by the manager 
and/or broker. An investigation will commence and a written report will be filed. If the allegation 
involves the manager or broker as the accused of such action, an outside investigator may be 
retained. Retaliation against com plainants is strictly prohibited. Any employee, associate or staff 
found guilty of engaging in harassment may be subject to disciplinary action up to and including 
reprimand, counseling, suspension, and termination.  
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Office Security  
Anyone issued an office key is responsible for the safeguarding of this office. In the event that an 
office key is lost or stolen, you must immediately inform the broker. There will be a charge for 
replacement of lost or stolen keys. The broker is not responsib le for any theft or loss of personal 
items left in the office. The last person leaving the office must make sure that all accesses into 
the building are firmly secured, all lighting and business equipment and appliances are turned 
off, and that the securit y alarm is activated before leaving the building.  
 

Office Appearance  
A cleaning service is contracted by the broker to do general cleaning of the building on weekly 
basis. However, it is your responsibility to keep your work area clean, tidy, and professi onal in 
appearance. Your office appearance is a reflection on yourself as well as the firm when clients 
and customers are visiting. Any conference or meeting areas used must be reorganized and 
cleaned after usage including turning off lights and appliances . 
 

Dress Code 
Professional manner of dress is a requirement when serving the public in real estate trans -
actions and when representing the broker.  
 

Eating in the Work Area  
Food and meals should be eaten in the designated area. Eating in your office in plai n view of the 
customer or client is considered unprofessional.  
 

Parking  
The closest parking spaces are reserved for customers or clients. Please park in any other 
available spaces. 
 

Changes in Name, Address and Telephone Number  
All changes in name, addres s, and telephone numbers of any associate must be reported 
immediately by the associate to the office manager or secretary who will make a record of the 
changes and report these changes to the MREC and the local Board/Association of REALTORS ®. 
The associate is responsible for any fees associated with name, address and telephone number 
changes from MREC or the Board/Association of REALTORS ®. 
 

Telephone Use 
General  
Telephones are necessary in the day to day operations as a real estate agent. Lines must be kep t 
open at all times for the convenience of customers and clients. Personal use of the phone is 
limited and shall be held to a minimum.  
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Long Distance Calls  
Long distance service is available for business purposes only and if it is imperative to call  with no 
other means to satisfy communication. If you must call, call after 5:00 p.m. or before 8:00 a.m., if 
practicable.  
 
 
Messages for Other Associates  
Accuracy and detail of message taking is important and essential to the business at hand. When 
taking  a message for other associates, employees, or staff, please include the following:  
 

Å  The date and time of the call  
Å  The name of the caller  
Å  The telephone number where the caller can be reached  
Å  The message left by the caller  
Å  The name or initials of the person taking the message  

 

Computer Use  
Information Systems Policy  
The information systems which includes all hardware, software, e -mail, voice mail, Internet 
access and data entered, transmitted, downloaded, uploaded, imported, exported and used in t he 
daily operations of business are proprietary to the broker. This includes but not limited to the 
following:  
 

Å  All business, products and services of broker  
Å  All market data, financial data, personnel data and computer programs  
Å  All client, customer, account and supplier lists, files and data  
Å  All files, letters, memoranda, reports, records, data and other written materials that you 

prepared as an associate for the broker or that others prepared in the employment of the 
broker  

 

With respect to the inf ormation systems, these items shall not be removed, destroyed or modified 
except within the scope of business. Any associate, employee, or staff using any form of the 
information systems is responsible for adhering to the information systems policy. Violat ions of 
this policy may warrant termination of certain information systems access, disciplinary action, 
up to and including discharge from employment and possible civil liability.  
 

Proprietary Equipment and Information  
All data, programs and work product related to these activities are the property of the broker 
and shall not be stored in the associate's home without written authorization.  
 

Å  Any portable computer equipment authorized for use by the broker places full 
responsibility for the security and ad herence to the information systems policy when in 
possession of the employee, associate, or any other staff personnel.  

Å  Upon termination of employment, or demand from broker, the associate, employee, or staff 
shall immediately surrender and return all inf ormation systems related material in their 
possession or control.  
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Routine maintenance and routine operations of information systems regarding security, legal or 
business requirements through authorized contractors, employees, staff, and associates  will 
occur. With this in mind, employees, staff and associates are given fair warning that the 
information systems are subject to inspection. Therefore, it would be prudent that the 
information systems are to be used for business purposes only, as is note d below. 
 
Information Systems Usage  
The information systems are business assets and are to be used only for business purposes. Keep 
in mind:  
 

Å  Personal use of the information systems is strictly prohibited if unauthorized  
Å  Personal use of the information  systems requires written permission from the manager or 

broker and each request shall be considered on a case by case basis for limited personal use.  
 
Information Systems Conduct  
Use of the information systems requires certain conduct be maintained to en hance 
professionalism among your working peers, customers, and clients. The following are strictly 
prohibited:  
 

Å  Harassment in any form  
Å  Forwarding of messages or information that will disparage individuals or groups based on 

their gender, race, national  origin or other protected characteristic  
Å  Forwarding of messages which might disrupt the work place or damage morale  
Å  Offensive comments, jokes/riddles, cartoons, pornography, profanity and offensive 

messages or information in any form  
Å  Threatening mes sages or forms of other threatening communications  
Å  Forgery or attempted forgery of e -mail or voice mail  
Å  Accessing, deleting, copying or modifying of e -mail and/or voice mail. This includes the 

attempt to do so.  
 
Any associate who receives threatening, harassing or improper communications shall 
immediately report the situation to their immediate supervisor, consistent with our prohibition 
of harassment.  
 
Computer Safety and Security Measures  
All employees who utilize the information systems must properly  maintain all hardware, 
software and information. Safety and security measures include:  
 

Å  Backing up of all files and documents on a regular basis to a separate storage unit such as 
a disk, recordable CD, tape, Zip or Jazz and storing such items in a secu red location to 
protect them from the extremes of fire, sunlight and temperature  

Å  Regularly maintaining documents and files in an easily accessible, organized manner  
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Å  Avoiding unauthorized downloading of software, games, or Internet materi al that may 

carry viruses  
Å  Avoiding eating, drinking, or the placement of any hazardous substance around hardware 

or software  
Å  Activating screen savers to avoid screen imprinting  
Å  Correctly turning equipment on and off  

 
Viruses  
Computer viruses are prog rams intentionally designed to crash, destroy, delete or make 
inoperable system programs, applications, or data. Copying or importing of unauthorized 
nonproprietary software can expose the broker to copyright infringement, computer viruses and 
system overl oads and is strictly prohibited. The effect of such hazards can expose the broker to 
costly remedies. The introduction of a computer virus can be obtained by means of and not 
limited to:  
 

Å  Importation through the Internet  
Å  Copying software that contains a computer virus of any sort, including software licensed by 

an individual, shareware, or freeware  
Å  Unauthorized loading of non -proprietary software  
Å  Unauthorized downloading of an attached program through e -mail or FTP (file transfer 

protocol).  
 

All out side source software, disks, or data input sources must be checked for viruses and 
pre-approved for downloading, loading, and importation.  
 

Copyright Infringement  
Broker licenses the use of computer software from a variety of outside sources. Broker does not 
own this software or its related documentation, and unless authorized by the software developer, 
does not have the right to reproduce it. Associates shall use the software only in accordance with 
the relevant license agreement.  
 

Any duplication of copy righted software, except for backup purposes, is a violation of the Federal 
Copyright Law. All software installed in the information systems must be pre -approved by the 
network administrator and be non -proprietary or properly licensed. Broker will not tole rate any 
associate making or importing unauthorized copies of software or data. Likewise, broker will not 
tolerate any associate conveying software or data to an outside third party, including clients, 
members, customers, or associates in other companies, without proper written authorization.  
 

According to the United States copyright law, illegal reproduction of software can be subject to 
civil damages of as much as $100,000 per copyright violated and criminal penalties, including 
fines and imprisonment. As sociates learning of any misuse of software on the information 
systems or in related documentation shall immediately notify the network administrator.  
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The World Wide Web  
The World Wide Web or Internet can be a very powerful and beneficial too l for our associates, 
clients and customers. In addition to MLS -like marketing opportunities, the Internet provides an 
unlimited resource tool for access to and delivery of information and interpersonal contacts. 
When properly utilized, it can increase our  capabilities and efficiency. However, access to the 
Internet also carries with it significant risks and potential problems including non -secure 
transfer of data and non -reliability and accuracy of information found on the Internet. Associates 
must have wr itten approval from their immediate supervisor to access the Internet via 
brokerage facilities. All of the previous provisions of this policy apply to access to and use of the 
Internet.  
 
Most Internet communications are not secure. The Internet should not be used for 
communications that require confidentiality or involve financial transactions without both 
ensuring the security of the communication via an accepted mechanism and receiving written 
approval from the associate's or employee's immediate supervis or for such communications.  
 

Use of the Internet also requires conformance to certain etiquette as recognized by other users of 
the Internet. When using the Internet, associates are to conduct themselves as "ambassadors" of 
the broker and must show conside ration and respect to others. Do not swear, use vulgarities or 
any other inappropriate language in your messages. Transmission or importing of any material 
or data in violation of any federal or state law or regulation is prohibited, including, but not 
lim ited to, copyrighted material, threatening, pornographic, or obscene material, or information 
constituting trade secrets. It is the responsibility of each associate to ensure that use of the 
Internet is done responsibly and economically, and that access to  the Internet services does not 
adversely affect his/her productivity.  
 

Summary  
The information systems provided to you as associates of broker are powerful business tools, 
intended to enhance and not detract from your productivity, and to be used solely f or business 
purposes. We live in the "Age of Technology" in which the dynamics of information systems will 
change drastically and quickly. The information systems policy is an attempt to identify some 
major issues that we see today. However, the evolution of this policy will be constant due to 
technology changes that occur every day. Any suggestions for the enhancement of the 
information system are gladly received.  
 

Maintaining Contact with the Office  
In the course of business, it is necessary for associate s to be away from the office. However, the 
associate must provide a means of communication for the receptionist to contact the associate. A 
register to sign IN and OUT of the office is in place for all associates to use when leaving the 
business premises during work hours. When associates are absent from the office, they should:  
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Å  Contact the office receptionist or leave a message with their personal assistant  

Å  Sign the IN/OUT register  
 

Drug and Alcohol Use  
Substance Use 
Drug and alcohol use are str ictly prohibited while engaged in real estate brokerage transactions 
and shall not be present or used during work hours unless medically prescribed and under the 
supervision of the associate's health care provider. Any situations in which duties cannot be 
properly performed without the assistance of prescribed medication must be reported to the 
broker. Drug and alcohol use in the workplace may be grounds for  termination.  
 

Client or Customer Substance Use  
An associate should also discourage the use of drugs or alcohol by any party during a 
transaction. Upon discovering that a party is under the influence of either drugs or alcohol, the 
associate should take appropriate action to terminate that day's activity and suggest that they 
discuss or complete the trans action another time.  
 
Smoking  
Designated smoking areas are to be used for smoking. All other areas are considered non -
smoking areas. In the presence of parties to transactions, while taking property tours, and while 
meeting in the broker's facility, smokin g is not permitted.  
 

Legal and Tax Advice Prohibited  
Legal Advice  
No associate shall give legal advice to a party, offer opinion, or give advice regarding legal rights 
or obligations of a party. Parties may be referred to the default section in the Offer t o Purchase 
form and advised to consult with their own attorneys. The associate also may explain the 
preprinted provisions of the standard listing and Offer to Purchase and any other approved 
forms the parties may be asked to complete and/or sign.  
 
Tax Advi ce 
No associate shall give tax advice to a party, including advice pertaining to deductions, 
exemptions, and/or tax liabilities resulting from the purchase or sale of real estate. If a tax 
question arises beyond the scope of real estate practice, and an ex planation is asked for, the 
associate should suggest that the party consult an attorney, tax accountant or other appropriate 
expert having expertise in the area addressed by the client's or customer's question.  
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Problem Reporting Procedures  
Immed iately report problems to the broker that pertain to:  
 

Å  A party having complaints involving real estate transactions  
Å  Automobile accidents occurring while the associate is participating in real estate brokerage 

transactions  
Å  Criminal charges against the  associate, with the exception of traffic offenses  
Å  Civil lawsuits or administrative actions involving real estate brokerage transactions  
Å  MREC contacts concerning disciplinary actions or other purposes  
Å  Party default under an accepted contract  
Å  Threat ened legal or administrative actions involving the parties and/or a real estate 

transaction  
Å  Acts of discrimination committed by associates or parties to transactions  
Å  Unresolved disputes between associates, within or outside the office  
Å  Physical injuri es within the office or while in performance of services or duties in the name 

of the broker  
Å  Local Board/Association contacts concerning disciplinary action or other purposes  

 

Contacting the Broker  
Emergency Contacts  
The broker generally will be availabl e during work hours to discuss real estate matters. In the 
case of an emergency, the broker may be contacted at his home after business hours.  
 
If the broker cannot be reached, the associate should not act until he or is able to contact the 
broker; however , if the emergency pertains to the wording of a contract, a protective clause to the 
effect that "this contract is subject to the review and approval of legal counsel within (an agreed 
upon time frame) acceptance of this offer" should be inserted in the co ntract.  
 
Branch Offices  
This company has (insert number) branch offices as follows:  
 
Office: 
Managing Broker:  
Office Phone: 
Home Phone: 
 
Office: 
Managing Broker:  
Office Phone: 
Home Phone: 
 
Office: 
Managing Broker:  
Office Phone: 
Home Phone: 
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Confidentiality  
All records of this office, as well as conversations between associates, broker and associates, and 
associates and parties to the transaction, are considered confidential. No files shall be removed 
from this office without the permission of t he broker and no other information obtained while 
working for this company shall be used to the detriment of the broker.  
 
All associates shall also be obligated to honor the confidential information of any client or 
non-client party to any transaction, as designated in writing on an Agency Disclosure Forms or 
other documents. All documents containing a party's confidential information shall be kept by 
the office manager in a special locked file to guard against any unauthorized sharing of this 
information. Access to this information shall be limited to the associate working with the party.  
 

Office Duty Time  
Purpose 
The primary purpose of office duty time is to provide back -up for the receptionist in answering 
questions regarding real estate practices, to be available to discuss current listings, and to 
handle real estate related inquiries and walk -ins. It is the policy of the broker that real estate 
inquiries from prospective purchasers and sellers be answered by an associate, whenever 
possible. 
 

Rotation  
The basis for selection of associates for office duty time is by a list of volunteers, from which a 
roster is prepared and published monthly. These associates perform office duty time according to 
their turn on the roster. Those who have volunteered and are s cheduled are expected to take 
their turn or provide a replacement.  
 

Sales Meetings  
Purpose 
Sales meetings are conducted weekly. Any company policy, company happenings, changes in the 
market, new financing procedures, law changes, etc. will be discussed dur ing these meetings. 
The purpose of the sales meetings is to keep the associates abreast of all facets of real estate 
happenings. They are training periods, round table discussion periods, and Q&A sessions 
concerning policies, new listings and requests for specific properties made by prospective 
purchasers.  
 

Attendance Requirements  
Sales meeting attendance is expected of all associates. Mandatory attendance of sales meetings 
covering real estate law and license law matters is required unless excused by the b roker. These 
meetings will be announced in advance to permit associates to make necessary adjustments in 
their appointment scheduling. Sales meetings will be held each (insert day of the week) at 
(insert time) a.m. in the (insert location) room. 
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Observance of Safety Practices  
All associates are encouraged to be aware of unsafe situations and prepare themselves to avoid 
unsafe practices. Some suggestions are:  
 

Å  Get a prospect's full name, address and telephone number at the first meeting. Ask to see 
their driver's license and jot down the driver's license number and the date of birth.  

Å  If you are meeting for the first time, or are otherwise concerned about a buyer or seller, ask 
the broker, another associate or a personal assistant to accompany you.  

Å  Always have your buyers and sellers meet you at the real estate office, never at a vacant 
property, and use your car or take separate cars.  

Å  While showing a property, unlock the door and allow the prospects to enter first, keeping 
them in front of you a t all times.  

Å  Don't carry a lot of cash or wear expensive jewelry during showings and open houses  
Å  When leaving the office, always let someone know where you will be and how you can be 

reached. 
Å  Use caution and sound judgment. DO NOT put yourself in an unsafe or compromising 

position.  
 
 

Vacation/Leave Time for Associates  
The broker does not control associate's time off except that associates must make themselves 
available for mandatory meetings, tours, etc., discussed in previous policy statements. Howev er, 
if an associate plans to be absent from the office (i.e., out of town) for any period of time, he or 
she must inform the broker. Additionally, another associate must be scheduled to cover for the 
associate during this absence. Failure to arrange covera ge by another associate will require 
broker to make necessary assignments and determine the appropriate commission split, if 
applicable.  
 

Sign Policy  
Sign Riders  
The broker requires that all associates use uniform name signs or sign riders. To insure uni -
formity, these sign riders will be ordered by the office secretary at the associate's expense. Sign 
riders will be stored (insert location). Sign riders will be placed on the (insert location) portion of 
the yard sign.  
 
Direction Signs  
Directional signs wil l be purchased by the broker and will be used to direct prospective buy ers to 
the property. Directional signs will be stored (insert location) and may be charged back to the 
associate. 
 
Sold and Offer Pending Signs  
Only after all contingencies of the offe r have been waived or satisfied and after obtaining the 
permission of the seller may "Sold" signs be posted.  
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"Offer pending" or similar signs may be posted, with the seller's permission, after acceptance of 
an offer but prior to waiver or satisfac tion of contingencies. Sold and Offer Pending signs will be 
stored (insert location).  Sold signs may remain on the property for up to (insert)  days after 
closing provided that the consent of the new owner (buyer) has been obtained.  
 
Expired Listings  
Witho ut a current listing contract, signs are not to be left on the property. Signs from 
expired listings must be removed within two days after expiration or closing.  
 
 

Employee Office Hours  
Office hours are:  
 
 Mondays-Fridays: (insert time)  
 Administrative Sta ff: (insert time)  
 
 Saturdays & Sundays: (insert time)  
 Administrative Staff: (insert time)  
 
Observed Holidays  
The following holidays will be observed: (list all holidays)  
 
All associates are provided with office keys and may use the office at their own di scretion.  
 

Legal Assistance for Associates  
Legal Counsel Involvement  
If a question arises in which the associate feels that legal advice must be obtained, the associate 
will inform the broker at which time the broker shall make the decision as to whether l egal 
consultation is necessary. If legal consultation is required, the broker will consult with the 
attorney. Failure to follow these procedures, will exempt the broker from responsibility of any 
legal expenses incurred.  
 
 
Lawsuits and Threats of Action  
If  the associate is sued or threatened with a lawsuit or administrative action in conjunction 
with a real estate transaction, immediate attention of the broker is required. The broker will 
then report the suit to the errors and omissions insurance carrier. T he responsibility as to 
payment of legal fees will be determined on a case -by-case basis between the broker and 
associate. 
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Arbitration  
In matters of arbitration, an attorney may be employed at the discretion of the broker. The 
responsibility as to  payment of fees for said attorney will be determined on a case -by-case basis 
between broker and associate.   As required by  Article 17 of the Code of Ethics, contractual 
disputes among REALTORS will be handled through the REALTORS® arbitration or mediatio n 
systems. 
 
Code of Ethics & License Law Violations  
In matters of alleged violation of the Code of Ethics and/or License Law, an attorney may be 
employed at the discretion of the broker. The responsibility for payment of such attorney fees 
will be determin ed on a case-by-case basis between the broker and associate.  
 

Inspection Services, Surveys, Etc.  
Broker shall not be liable to the associate for any expense incurred by the associate unless 
approved in writing in advance. All inspections and related servic es, such as well and septic 
inspections, surveys, etc., are to be ordered in the name of, billed to, and paid by the seller or 
buyer; billings shall never be made to broker.  
 

Document Control  
Document File  
The following documents must be placed and maintai ned in the broker's file:  
 

1. Listing contract or buyer's agency contract  
2. Deed 
3. Loan information obtained from any lender currently holding a loan on the property  
4. Sales contract or lease  
5. Appraisal request  
6. Loan pay -off letter  
7. Closing statem ent 
8. Any other documents, including correspondence, that pertain to the transaction  

 
The associate is responsible for placing documents in the broker's file until the file is closed due 
to a closing, the expiration of the listing, or the expiration of th e agency contract. Closed and 
expired files are maintained by the office secretary for at a minimum of three years according to 
MREC regulations.  
 
For the protection of all parties, all agreements shall be in writing and shall be in clear and 
understandabl e language expressing the specific terms, conditions, obligations, and 
commitments of the parties. A copy of each agreement shall be furnished to each party upon 
their signing or initialing.  
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Personal Assistants  
The Mississippi Real Estate Broker L icense Act of 1954 prohibits the associate from personally 
employing licensed persons to engage in real estate practice. All personal assistants, whether 
licensed or unlicensed, shall be employed and supervised according to the terms and conditions 
set for th in the agreement between the broker and the personal assistant.  
 
Unlicensed Assistants  
Employment of a personal assistant who will be providing services which do not require a license 
(unlicensed assistant) is at the broker's discretion.  
 
Unlicensed ass istants MAY:  

Å  Answer the phone, forward calls and give information contained only on the listing 
agreement as limited by the broker  

Å  Fill out and submit listings and changes to any multiple listing service  
Å  Follow up on loan commitments after a contract  has been negotiated and generally secure 

status reports on the loan progress  
Å  Assemble documents for closing  
Å  Secure public information from courthouses, utility districts, etc.  
Å  Have keys made for company listings  
Å  Write ads for approval of licensee and broker, and place classified advertising  
Å  Receive, record and deposit earnest money, security deposits and advance rents under the 

direct supervision of broker  
Å  Type contract forms for approval by licensee and broker  
Å  Monitor licenses and personnel files  
Å  Compute commission checks  
Å  Place signs on property  
Å  Order repairs as directed by the licensee  
Å  Prepare flyers and promotional information for approval by licensee and broker  
Å  Deliver documents and pick -up keys 
Å  Place routine telephone calls on  late rent payments  
Å  Schedule appointments for licensee to show listed property  
Å  Gather information for a comparative market analysis (CMA)  
Å  Hand out objective, written information on a listing or rental  
 

 

Unlicensed assistants MAY NOT:  
Å  Make cold call s by telephone or in person to potential list ings or purchasers  
Å  Show properties for sale and/or lease to prospective purchasers  
Å  Host public open houses, host associate open houses, home show booths or fairs  
Å  Prepare promotional material or advertising  on properties for sale or lease without the 

approval of the broker  
Å  Be paid on the basis of real estate activity; such as percentage of commission, or any 

amount based on listings, sales, etc.  
Å  Act as a "go-between" with a seller and buyer such as when an offer is being negotiated  
Å  Negotiate or agree to any commission split or referral fee on behalf of a licensee  
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Licensed Assistants  
Licensed assistants may engage in activities which constitute negotiation provided that they are 
properly supervise d and monitored by the broker and only by the broker. The Mississippi Real 
Estate Commission does not formerly recognize licensed assistants. MREC specifically holds any 
licensed agent to the rules and regulations that govern such an agent regardless of th e specific 
duties placed upon the licensed assistant by the managing broker. Licensed assistants shall join 
the local Board/Association of REALTORS ®, Mississippi Association of REALTORS ® and the 
National Association of REALTORS ®. Membership dues shall be t he responsibility of the 
licensed assistant.  
 

Agency 
 
ATTENTION MANAGING B ROKER: PLEASE CHOOSE  ONE OF THE FOLLOWING  
OPTIONAL AGENCY POLICIES TO  BE PLACED IN YOUR OF FICE MANUAL. 
DISCARD ANY OF THE R EMAINING OPTIONAL AG ENCY POLICIES.  
 
The samples of Office A gency Policies included herein are examples only and are not to be 
construed as exhaustive. Numbering of the suggested office policy options included on the 
following pages is for the sake of convenience and reference only and does not indicate 
preference. 
 
Samples are specific to real estate activities conducted within the State of Mississippi.  
Companies with licensees who hold a license in another state should also adopt agency policy 
governing conduct within each state for which a license is held.  
 
Sample policies are intended to address both Common Law Agency and MREC Rule IV. 
Conducting Business/E. Agency Relationship Disclosure.  
 
As noticed in MREC Rule IV.E.1.: Compliance with the aforementioned rule is necessary 
to protect licensees from impositions  of sanctions against their license by the MREC.  
However, compliance will not always guarantee that a broker has fulfilled all of his 
reponsibilities under the common law of agency. *Special situations may exist where 
u n u su al facts w ou ld requ ire a brokerõs departure from his stipulated office policy. 
Brokers may elect to add language to their office policy acknowledging the possibility 
of such special cases and affirming that on a case by case basis, such election shall not 
constitute a violation of their own policy.  
 
For the purpose of the sample disclosures, the term seller and/or buyer will also include 
those other acts specified in §73 -35-3(1). M S  C ode, òé list, sell, pu rch ase, exch an ge, ren t, 
lease, manage, or auction any real estate, or the improvement s thereon including 
option s.ó 
 
MAR wishes to thank Judy N. Glenn, CRB, GRI, for her preparation of the following 
sample Office Agency Policies.  
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OFFICE AGENCY POLICY #1  
 
(Company Name) shall conduct real estate matters on an Exclusive Seller 
Agency basis. *  
 
(Company Name)  will enter into listing agreements with sellers that will authorize the firm and 
its agent(s) to represent the seller in finding a buyer for his property. Licensees with (Company 
Name) will be engaged by and act as the agent of the  seller on ly an d w ill be kn ow n  as a sellerõs 
agent. Buyers will be assisted as customers or may be referred to another real estate agent or 
attorney or both for representation, if they so desire. It is the intention of (Company Name)  to 
conduct its busines s at all times in accordance with the laws, rules and regulations of it 
governing authorities.  
 

1. (Company Name)  shall disclose whom they represent in all transactions and will 
provide the opportunity for any party to the transaction to choose or refuse amon g 
the various agency relationships available by presenting an Agency Disclosure Form 
prescribed by the MREC.  

 
2. (Company Name) shall owe to both the seller client  and the buyer customer  the 

duties of honesty and fair dealing, and the duty to disclose all fac ts known to the 
sellerõs agen t m aterially affectin g th e valu e or th e property w h ich  are n ot kn ow n  to, 
or readily observable by, the parties in a transaction. When discussing the price and 
terms of an offer, licensees will ask the buyer customer how much to  offer for any 
property and upon what terms and conditions.  They may explain the buyer 
cu stom erõs option s, bu t th e fin al decision  is th at of th e bu yer cu stom er an d n ot of th e 
sellerõs agen t. L icen sees sh all n ot give legal or fin an cial advice. T h ey m ay attempt to 
show property in the price range and category buyer customers desire so the 
cu stom er w ill h ave in form ation  on  w h ich  to base decision s. L icen sees, as th e sellerõs 
agent, will present to the seller any written offer that a buyer customer asks them to  
present. Buyer customer should keep private any information they do not want the 
seller to know (i.e. the price they are willing to pay, other terms they are willing to 
accept, and their motivation for buying). Buyer customers should not furnish the 
sellerõs agen t an yth in g th ey do n ot w an t th e seller to kn ow . 

 
3. (Company Name)  owes duties to the seller client of loyalty, confidentiality, obedience, 

disclosure, full accounting and the duty to use skill, care and diligence. A licensee 
must place the interests of the client before all others in negotiation of a transaction 
an d in  oth er activities except w h ere su ch  loyalty du ty w ou ld violate licen seeõs du ties 
to a customer or to another client. A licensee must keep confidential any information 
obtained within the  scope of an agency agreement that the client  
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 would reasonably expect to be kept in confidence, except for information that the 

client has authorized for disclosure. A licensee must obey all lawful instructions of the 
client when such instruction s are within the scope of the agency agreement between 
licen see an d licen seeõs clien t. A  licen see m u st disclose to h is clien t in form ation  
required to be disclosed. A licensee must timely account for trust fund deposits 
received from any party  to the transa ction. A licensee must exercise reasonable skill 
and care in providing services to a client.  

 
4. (Company Name)  shall, where determined to be in the best interests of the seller 

client, cooperate and split fees with a selling agent from another brokerage comp any 
that acts as a (select either or both) sub -agent through an offer of sub -agency or a 
buyer's agent.  

 
5. (Company Name)  will (or will not) accept offers of sub -agency from other companies.  

 
Implementation of Exclusive Seller Agency Policy  
 
1. Licensees shall present for signature, in accordance with MREC guidelines, an MREC 

Agency Disclosure Form ( Working With a Real Estate Broker ) to any party with whom the 
licensee has a substantive meeting as defined by MREC Rule IV.E.2. Completed Agency 
Disclosure Forms sh all be maintained in accordance with Rules and Regulations IV.B.6 (for 
a period of three years).  

 
Å  T o a seller , a licensee is required to disclose that services are being provided to the 
seller as a client before confidential information is elicited such as th e sellerõs n eeds, 
motivation or financial circumstances and before any agreement that is governed by §73 -
35-3 of the MS Code of 1972 Annotated is signed, such as a listing agreement.  
 
Å  T o a buyer , a licensee is required to disclose that services are being provided as a 
cu stom er before con fiden tial in form ation  is elicited, su ch  as th e bu yerõs real estate n eeds, 
motivation, or financial qualifications, before a property is shown to a prospective buyer 
and before any agreement that is governed by §73 -35-3 of the MS Code of 1972 Annotated 
is signed, such as a purchase agreement.  
 
Å  In  th e even t a party is n ot available to sign  a disclosu re form , th e disclosu re is to be 
made orally. The applicable form is to be noted by the licensee and forwarded for 
signat ure as soon as possible. Written electronic submission will fulfill this requirement.  
 
Å  In  th e even t a party receivin g a disclosu re form  requ ests n ot to sign  it, th e licen see is to 
an n otate th e form  as follow s: òA  C O P Y  O F  T H IS  F O R M  W A S  D E L IV E R E D  T O  
____________ DATE _______. RECIPIENT DECLINED TO ACKNOWLEDGE RECEIPT 
O F  T H IS  F O R M .ó 
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2. In the event the agency relationship changes between parties, new disclosure forms will be 

presented for signature. All completed Agency Disclosure Forms shall be maintai ned as 
herein described.  

 
3. When acting as a seller agent for any corporation, non -profit corporation, professional 

corporation, professional association, limited liability company, partnership, real estate 
investment trust, business trust, charitable trust,  family trust, or any governmental entity, 
MREC Rule IV.E.4. (Disclosure Exception) shall apply.  

 
 
 
 
THIS OFFICE POLICY SHALL SUPERCEDE ALL PREVIOUS POLICIES PERTAINING TO 
AGENCY AND SHALL BE IN FORCE AND EFFECT AS OF THIS DATE: __________________  
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OFFICE AGENCY POLICY #2  
 
(Company Name) shall conduct real estate matters on an Exclusive Buyer 
Agency basis. *  
 
(Company Name)  shall enter into buyer agency agreements with buyers that will authorize the 
firm and its agent(s ) to represent the buyer in finding a property. Licensees with (Company 
Name) w ill be en gaged by an d act as th e agen t of th e bu yer on ly an d w ill be kn ow n  as bu yerõs 
agents. Sellers will be assisted as customers or may be referred to another real estate age nt or 
attorney or both for representation, if they so desire. It is the intention of (Company Name)  to 
conduct its business at all times in accordance with the laws, rules and regulations of its 
governing authorities.  
 
1. (Company Name)  shall disclose whom th ey represent in all transactions and will provide 

the opportunity for any party to the transaction to choose or refuse among the various 
agency relationships available by presenting an Agency Disclosure Form prescribed by the 
MREC.  

 
2. (Company Name)  shall ow e to both the buyer client  and the seller customer  the duties of 

honesty and fair dealing.  When discussing the price and terms of an offer, licensees will ask 
the seller customer what price and terms they will accept for any property and upon what 
conditi on s. T h ey m ay explain  th e seller cu stom erõs option s, bu t th e fin al decision  is th at of 
th e seller cu stom er an d n ot of th e bu yerõs agen t. L icen sees sh all n ot give legal or fin an cial 
advice. They may provide non -confidential information seller customers desi re so the seller 
cu stom er w ill h ave in form ation  on  w h ich  to base decision s. L icen sees, as th e bu yerõs agen t, 
will present to the seller customer any offer that a buyer client asks them to present. Seller 
customer should keep private any information they do  not want the buyer to know (i.e. the 
price they are willing to take, other terms they are willing to accept, and their motivation for 
sellin g). S eller cu stom ers sh ou ld n ot fu rn ish  th e bu yerõs agen t an yth in g th ey do n ot w an t 
the buyer to know.  

 
3. (Company Na me) owes duties to the buyer  client of loyalty, confidentiality, obedience, 

disclosure, full accounting and the duty to use skill, care and diligence. A licensee must 
place the interests of the client before all others in negotiation of a transaction and i n other 
activities except w h ere su ch  loyalty du ty w ou ld violate licen seeõs du ties to a cu stom er or to 
another client. A licensee must keep confidential any information obtained within the scope 
of an agency agreement that the client would reasonably expect  to be kept in confidence, 
except for information that the client has authorized for disclosure. A licensee must obey all 
lawful instructions of the client when such instructions are within the scope of the agency 
agreem en t betw een  licen see an d licen seeõs client. A licensee must disclose to his client 
information required to be disclosed. A licensee must timely account for trust fund deposits 
received from any party  to the transaction. A licensee must exercise reasonable skill and 
care in providing services  to a client.  
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4. (Company Name)  shall disclose how they expect to be compensated in the buyer 
representation agreement and obtain consent for the method of compensation from the 
responsible party. Where determined to be in the best interests of the b uyer client, licensee 
will cooperate and split fees with a listing agent from another brokerage company that acts 
as a sellerõs agen t. 

 
5. (Company Name)  shall (or shall not) accept offers of sub -agency from other companies.  
 
Implementation of Exclusive Buyer  Agency Policy  
 
1. Licensees shall present for signature, in accordance with MREC guidelines, an MREC 

Agency Disclosure Form ( Working With a Real Estate Broker ) to any party with whom the 
licensee has a substantive meeting as defined by MREC Rule IV.E.2.  Com pleted Agency 
Disclosure Forms shall be maintained in accordance with Rules and Regulations IV.B.6 (for 
a period of three years).  

 
Å  A t in itial con tact w ith  a seller or a sellerõs agen t, requ ired disclosu res are to be m ade 
that licensee is acting as a buye rõs agen t an d th at services are bein g provided to th e seller 
as a customer. Required disclosure is to be made before any agreement that is governed 
by §73-35-3 of the MS Code of 1972 Annotated is signed, such as a sales agreement.  
 
Å  T o a bu yer, a licen see is required to disclose that services are being provided the buyer 
as a clien t before con fiden tial in form ation  is elicited, su ch  as th e bu yerõs real estate 
needs, motivation, or financial qualifications and before any agreement that is governed 
by §73-35-3 of the MS Code of 1972 Annotated is signed, such as a buyer representation 
agreement.  
 
Å  In  th e even t a party is n ot available to sign  a disclosu re form , th e disclosu re is to be 
made orally. The applicable form is to be noted by the licensee and forwarde d for 
signature as soon as possible. Written electronic submission will fulfill this requirement.  
 
Å  In  th e even t a party receivin g a disclosu re form  requ ests n ot to sign  it, th e licen see is to 
an n otate th e form  as follow s: òA  C O P Y  O F  T H IS  F O R M  W A S  D E L IV E R ED TO 
_____________ DATE ________. RECIPIENT DECLINED TO ACKNOWLEDGE RECEIPT 
O F  T H IS  F O R M .ó 
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2. In the event the agency relationship changes between the parties, new disclosure forms will 

be presented for signature. All completed Agency Disclosu re Forms shall be maintained as 
herein described.  

 
3. When acting as a buyer agent for any corporation, non -profit corporation, professional 

corporation, professional association, limited liability company, partnership, real estate 
investment trust, business trust, charitable trust, family trust, or any governmental entity, 
MREC Rule IV.E.4. (Disclosure Exception) shall apply.  

 
 
 
 
THIS OFFICE POLICY SHALL SUPERCEDE ALL PREVIOUS POLICIES PERTAINING TO 
AGENCY AND SHALL BE IN FORCE AND EFFECT AS OF THIS DATE: ___ ________________ 
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OFFICE AGENCY POLICY #3  
 
(Company Name) shall conduct real estate matters on an Exclusive Single 
Agency basis. *  
 
(Company Name)  will represent only one party in a real estate transaction. (Company Nam e) 
may enter into a listing agreement with a seller that will authorize the firm and its agent(s) to 
represent the seller in finding a buyer for his property and enter into a buyer representation 
agreement with a buyer that will authorize the firm and its agent(s) to represent the buyer in 
finding a property, but not with both in the same transaction. Licensees with (Company Name)  
will be engaged by and act as the agent of the party the licensee has agreed to represent as 
agent. The non-represented party  in  the transaction will be assisted as a customer or may be 
referred to another real estate agent or attorney or both for representation, if they so desire. It is 
the intention of (Company Name)  to conduct its business at all times in accordance with the 
law s, rules, and regulations of its governing authorities.  
 
1. (Company Name)  shall disclose whom they represent in all transactions and will provide 

the opportunity for any party to the transaction to choose or refuse among the various 
agency relationships avai lable by presenting an Agency Disclosure Form prescribed by the 
MREC.  

 
2. (Company Name)  shall owe to both the client  and the customer  the duties of honesty and 

fair dealing, and duties to disclose all facts known to the agent materially affecting the value 
of the property which are not known to, or readily observable by, the parties in a 
transaction. When discussing the price and terms of an offer, licensees will ask the customer 
how much to offer or what they will accept for the property and upon what terms and 
con dition s. L icen sees m ay explain  th e cu stom erõs option s, bu t th e fin al decision  is th at of th e 
cu stom er an d n ot of th e clien tõs agen t. L icen sees sh all n ot give legal or fin an cial advice. 
They may attempt to show property in the price range and categor y customers desire or 
provide non -confidential information so the customer will have information on which to base 
decisions.  

 
Å  Licensees, as the sellerõs agen t, will present to the seller any written offer that a buyer 
customer asks them to present. Buye r customer should keep private any information 
they do not want the seller to know (i.e. the price they are willing to pay, other terms 
they are willing to accept, and their motivation for buying). Buyer customers should not 
fu rn ish  th e sellerõs agen t an ything they do not want the seller to know.  
 
Å  L icen sees, as th e bu yerõs agen t, will present to the seller customer any offer that a 
buyer client asks them to present. Seller customer should keep private any information 
they do not want the buyer to know (i .e. the price they are willing to take, other terms 
they are willing to accept, and their motivation for selling). Seller customers should not 
fu rn ish  th e bu yerõs agen t an yth in g th ey do n ot w an t th e bu yer to kn ow . 
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3. (Company Name)  owes duties to the client  of loyalty, confidentiality, obedience, disclosure, 

full accounting and the duty to use skill, care and diligence. A licensee must place the 
interests of the client before all others in negotiation of a transaction and in other activities 
except where su ch  loyalty du ty w ou ld violate licen seeõs du ties to a cu stom er or to an oth er 
client. A licensee must keep confidential any information obtained within the scope of an 
agency agreement that the client would reasonably expect to be kept in confidence, ex cept 
for information that the client has authorized for disclosure. A licensee must obey all lawful 
instructions of the client when such instructions are within the scope of the agency 
agreem en t betw een  licen see an d licen seeõs clien t. A  licen see m u st disclose to his client 
information required to be disclosed. A licensee must timely account for trust fund deposits 
received from any party  to the transaction. A licensee must exercise reasonable skill and 
care in providing services to a client.  

 
4. (Company Name)  shall, where determined to be in the best interests of the seller client , 

cooperate and split fees with a selling agent from another brokerage company that acts as a 
(select either or both) sub -agent through an offer of sub -agen cy or a bu yerõs agen t. T o the 
buyer client , (Company Name)  will disclose how they expect to be compensated in the buyer 
representation agreement and obtain consent for the method of compensation from the 
responsible party. Where determined to be in the best interests of the buyer cl ient, licensee 
will cooperate and split fees with a listing agent from another brokerage company that acts 
as a sellerõs agen t. 

 
5. (Company Name)  shall (or shall not) accept offers of sub -agency from other companies.  
 
Implementation of Exclusive Single Agenc y Policy  
 
1. Licensees shall present for signature, in accordance with MREC guidelines, an MREC 

Agency Disclosure Form ( Working With a Real Estate Broker ) to any party with whom the 
licensee has a substantive meeting as defined by MREC Rule IV.E.2.  Completed  Agency 
Disclosure Forms shall be maintained in accordance with Rules and Regulations IV.B.6 (for 
a period of three years).  

 
Å  T o a client , a licensee is required to disclose that services are being provided as a client 
before confidential information is e licited su ch  as th e sellerõs or bu yerõs n eeds, m otivation  
or financial circumstances and before any agreement that is governed by §73 -35-3 of the 
MS Code of 1972 Annotated is signed, such as a listing agreement or buyer 
representation agreement.  
 
Å  T o a customer , a licensee is required to disclose that services are being provided as a 
customer and that confidential information should be kept private and to themselves, 
su ch  as th e cu stom erõs real estate n eeds, m otivation , or fin an cial circu m stan ces, an d th ey  
should not furnish the licensee information they would not want the client of the licensee 
to know. Disclosure is made before a property is shown to a prospective buyer and before 
any agreement that is governed by §73 -35-3 of the MS Code of 1972 Annotated  is signed, 
such as a purchase agreement.  
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Å  In  th e even t a party is n ot available to sign  a disclosu re form , th e disclosu re is to be 
made orally. The applicable form is to be noted by the licensee and forwarded for 
signature as soon as possible. Wri tten electronic submission will fulfill this requirement.  
 
Å  In  th e even t a party receivin g a disclosu re form  requ ests n ot to sign  it, th e licen see is to 
an n otate th e form  as follow s: òA  C O P Y  O F  T H IS  F O R M  W A S  D E L IV E R E D  T O  
______________ DATE _________. RECIPIENT DECLINED TO ACKNOWLEDGE 
R E C E IP T  O F  T H IS  F O R M .ó 

 
2. In the event the agency relationship changes between parties, new disclosure forms will be 

presented for signature.  All completed Agency Disclosure Forms shall be maintained as 
herein described.  

 
3. When acting as a seller agent for any corporation, non -profit corporation, professional 

corporation, professional association, limited liability company, partnership, real estate 
investment trust, business trust, charitable trust, family trust, or any governme ntal entity, 
MREC Rule IV.E.4. (Disclosure Exception) shall apply.  

 
 
 
 
THIS OFFICE POLICY SHALL SUPERCEDE ALL PREVIOUS POLICIES PERTAINING TO 
AGENCY AND SHALL BE IN FORCE AND EFFECT AS OF THIS DATE: __________________  
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OFFICE AG ENCY POLICY #4  
 
(Company Name) shall conduct real estate matters on a Seller Agency, 
Buyer Agency or Disclosed Dual Agency basis *  
 
(Company Name)  shall act as agent for a seller or a buyer or both in the same transaction, with 
the informed written consent  of the seller and buyer when both have agreed to become clients of 
(Company Name) . 
 
 As disclosed dual agents, (Company Name)  shall not represent the interests of one party to the 
exclusion or detriment of the interests of the other party. All the fiducia ry duties owed to a seller  
or buyer when he is the only client in a transaction shall be owed to both as dual clients,  except 
the duties of full disclosure and undivided loyalty.  
 
 When (Company Name)  is engaged by a seller , the listing agreement will auth orize the firm 
and its agent(s) to represent the seller exclusively when the firm is the listing agent but not the 
selling agent and represent both the seller and the buyer as a disclosed dual agent when the 
firm is both the listing and selling agent.  
 
 When (Company Name)  is engaged by a buyer , the buyer representation agreement will 
authorize the firm and its agent(s) to represent the buyer exclusively in finding a property when 
the firm is the selling agent but not the listing agent and represent both th e buyer and seller as 
a disclosed dual agent when the firm is both the listing and selling agent.  Consumers who do 
not accept disclosed dual agency may, upon election of (Company Name),  be assisted as 
customers or may be referred to another real estate ag ent or attorney or both for representation, 
if they so desire. It is the intention of (Company Name) to conduct its business at all times in 
accordance with the laws, rules and regulations of its governing authorities.  
 
1. (Company Name) shall disclose whom t hey represent in all transactions and will provide 

the opportunity for any party to the transaction to choose or refuse among the various 
agency relationships available by presenting an Agency Disclosure Form prescribed by the 
MREC.  

 
2. (Company Name)  will ow e to clients  and customers  the duties of honesty and fair dealing, 

and the duty to disclose all facts known to the agent materially affecting the value of the 
property which are not known to, or readily observable by, the parties in a transaction.  A 
disclosed dual agent may not disclose to the buyer  that the seller will accept less than the 
asking or listed price or to the seller  that the buyer will pay a price greater than the price 
submitted in a written offer to the seller, the motivations of the repres ented parties, or that 
the client(s) will accept terms other than those offered, unless otherwise instructed in 
writing by the party to whom the information is confidential. Licensees shall not give legal 
or financial advice. Customers should keep private any information they do not want the 
client to know (i.e. the price they are willing to take or to pay, other terms they are willing 
to accept, and their motivation for selling or buying). Customers should not furnish the 
clien tõs agen t an yth in g th ey do n ot want the client to know.  
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3. (Company Name)  owes duties to client(s)  of loyalty, confidentiality, obedience, disclosure, 

full accounting and the duty to use skill, care and diligence. A licensee must place the 
interests of the client(s) before all oth ers in negotiation of a transaction and in other 
activities except w h ere su ch  loyalty du ty w ou ld violate licen seeõs du ties to a cu stom er or to 
another client. A licensee must keep confidential any information obtained within the scope 
of an agency agreement that the client would reasonably expect to be kept in confidence, 
except for information that the client has authorized for disclosure. A licensee must obey all 
lawful instructions of the client(s) when such instructions are within the scope of the agenc y 
agreem en t betw een  licen see an d licen seeõs clien t. A  licen see m u st disclose to h is clien t 
information required to be disclosed. A licensee must timely account for trust fund deposits 
received from any party  to the transaction. A licensee must exercise rea sonable skill and 
care in providing services to a client.  

 
4. (Company Name)  shall, where determined to be in the best interests of the seller client, 

cooperate and split fees with a selling agent from another brokerage company that acts as a 
(select either o r both) sub -agent through an offer of sub -agen cy or bu yerõs agen t. (Company  
Name) will disclose to a buyer client how they expect to be compensated in the buyer 
representation agreement and obtain consent for the method of compensation from the 
responsible  party. Where determined to be in the best interests of the buyer client, licensee 
w ill cooperate an d split fees w ith  a listin g agen t th at acts as a sellerõs agen t. (Company  
Name) shall not act for more than one party in a transaction or receive compensati on from 
more than one party in a transaction, or both, without the knowledge of all parties for whom 
he acts. 

 
5. (Company Name)  shall (or shall not) accept offers of sub -agency from other companies.  
 
Implementation of Seller Agency, Buyer Agency, and Disclos ed Dual Agency Office Policy  
 
1. Licensees shall present for signature, in accordance with MREC guidelines, an MREC 

Agency Disclosure Form ( Working With a Real Estate Broker ) to any party with whom the 
licensee has a substantive meeting as defined by MREC Rul e IV.E.2. Completed Agency 
Disclosure Forms shall be maintained in accordance with Rules and Regulations IV.B.6 (for 
a period of three years).  

 
Å  T o a seller , a licensee is required to disclose that services are being provided to the 
seller as a client bef ore con fiden tial in form ation  is elicited su ch  as th e sellerõs n eeds, 
motivation, or financial circumstances are discussed and before any agreement that is 
governed by §73-35-3 of the MS Code of 1972 Annotated is signed, such as a listing 
agreement.  

 
Å  T o a buyer , a licensee is required to disclose that services are being provided as a client 
before con fiden tial in form ation  is elicited, su ch  as th e bu yerõs real estate n eeds, 
motivation, or financial qualifications, before a property is shown to a prospective  buyer 
and before any agreement that is governed by §73 -35-3 of the MS Code of 1972 Annotated 
is signed, such as a buyer representation or purchase agreement.  
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Å  L icen sees operatin g in  th e capacity of disclosed du al agen ts m u st obtain  th e in form ed 
wr itten consent of all parties prior to or at the time of formalization of the dual agency. 
Both buyer and seller, at the time an agreement for representation is entered into with 
the broker, must give written consent to dual agency by signing the Consent to  Dual 
Agency portion of MREC Form A.  
 
Å  L icen sees operatin g in  th e capacity of disclosed du al agen ts m u st presen t for sign atu re 
of seller  and buyer a MREC Disclosed Dual Agency Confirmation Form that is specific as 
to property and parties, prior to executi on of a contract between the seller and buyer.  
 

2. The licensee shall obtain from the seller and the buyer, at or before the time of execution of 
a contractual agreement, confirmation of their consent to dual agency evidenced by their 
signatures on the MREC C onsent to Disclosed Dual Agency Form. This consent form is 
buyer, seller and property specific.  

 
3. In the event a party is not available to sign a disclosure form, the disclosure is to be made 

orally. The applicable form is to be noted by the licensee and f orwarded for signature as soon 
as possible. Written electronic submission will fulfill this requirement.  

 
4. In the event a party receiving a disclosure form requests not to sign it, the licensee is to 

an n otate th e form  as follow s: òA  C O P Y  O F  T H IS  F O R M  W A S  D E LIVERED TO 
______________ DATE __________. RECIPIENT DECLINED TO ACKNOWLEDGE 
R E C E IP T  O F  T H IS  F O R M .ó 

 
5. In the event the agency relationship changes between parties, new disclosure forms will be 

presented for signature. All completed Agency Disclosure Forms s hall be maintained as 
herein described.  

 
6. When acting as a seller agent for any corporation, non -profit corporation, professional 

corporation, professional association, limited liability company, partnership, real estate 
investment trust, business trust, ch aritable trust, family trust, or any governmental entity, 
MREC Rule IV.E.4 (Disclosure Exception) shall apply.  

 
 
 
THIS OFFICE POLICY SHALL SUPERCEDE ALL PREVIOUS POLICIES PERTAINING TO 
AGENCY AND SHALL BE IN FORCE AND EFFECT AS OF THIS DATE: ______________ ___ 
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